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GENERAL INSTRUCTIONS =~ “e 


M1 listing sheets NOR-4097 for "Regular" wheat farms, |New! 
wheat farms, "Appeal Cases", and county "Summary" sheets for "Regular" 
and "New! wheat’ forms shall be submitted to the State office immediately 
after the closing date for the hearing of appeals in the county office. 
Each set of listing sheets should be stamped with the date of its receipt 
ain the State office and a letter acknowledging such receipt should be 
forwarded to the county immediately. 


_A preliminary examination should be made of the listing sheets 
as they are received in order to determine their acceptability for check- 
ing. This examination shall include a check to determine that each 
entry in column (5) does not exceed the corresponding entry in column 
(4), and a check to determine that no entries in columns (8), (9), 
(10), or (12) exceed the respective entries in column (5). Cases in 
which discrepancies are discovered should be immediately referred to the 
county for correction, After receiving the information from the county, 
the necessary corrections shall be made on tho listing sheets. However, 
where there are numerous discrepancies, the listing sheets shall be ro- 
turned to the county for correction, 


Tho farm wheat allotments in a county may be approved by tho State 
committoe not in excess of 100.50 percent of the county allotment provided 
the State wheat ‘allotment is not exceeded. 


Any portion of the unused Stnte resorve which the State committce, 
determines should be allotted to counties may bo factored into such 
countiocs! "Regular" wheat farm allotments at the time the listing shects 
are approved, Any reference made in this checking procedure in the State 
comaittoe aporoved county wheat acrengo allotment for "Regular" or "New! 
wheat farms shall be construcd to mean the county wheat acreage allotment 
as issucd, plus any reserves reloased at the time the. listing sheets are 
approved. 


In checking the factors on the listing sheots, agreement is required 
within ,005 between the factor derived in the State office and the factor 
used by the county. 
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After the listing sheets have been checked and the State approved 
wheat acreage allotments have been entered in column (17), Ozalid copies 
of NCR-4097 "Regular" and "New" wheat farms, and "Summary" sheets should 
be made, The Ozalid copies should be examined carefully to determine 
that all entries are legible, Hither the Ozalid copies or the original 
copies of NCR-409W, and the Ozalid copies of the "Summary" sheets will 
then be returned to the county office. Either the original or Ozalid 
copics of NCR-409W will bo sent to the Application for Payment Section 
whore they will be filed. Only the county "Summary" shects will be 
retained in the Statistical Section Files. OQzalid copies of the "Sun- 
marics" will bo forwarded to the Washington office immediately after 
completion of such copies. Include with such "Summaries" forwarded 
to tho Washington office a count of all farms for which an entry ap- 
pears in column (11), and a count of all farms for which the ontry in 
column (14) is encircled, 


When the listing shocts are returned to the county office, the ° 
county committee should be instructed to ronotify appellants of their 
wheat ecreage allotments in accordance with tho instructions sct forth 
in NCR-313, ; 


Tho county committco should be instructed to ronotify farmers 
of rovisions or corrections of their wheat acreage allotments. The 
county committee necd not be instructed to renotify farmers if wheat 
acreage allotments have been increased. by not more than 1 percent. 
In the event the county committee renotifies a farmer of wheat acre- 
age allotment, the form NCR-41eW should be marked "corrected" except in 
appeal casese 


Checking Procedure For "Appeal" Listing Sheets 


The appeal listing sheets should be examined to determine that 
the procedure outlined in NCR-313 has been followed. ALl individual 
computations on tho appeal listing shects shovid be completely checked. 
Tho factors used on the "Appeal" listing shcets shovld be the samo as 
tho factor used on tho "Regular" or "New" wheat farms listing sheoct, 
as the case may. be. 


Entor on the "Rogular" or "New" wheat Farm listing sheet, as 
tho casc may be, the corrected farm data as takon from the "Appeal" 
listing shoot. Enter the revisod allotment resulting from the appeal 
in column (17). Strike through tho original entries and enter immedi- 
atcly above such stricken ontrics the correct farm dota as takon from 
tho "Appel" listing shoot. These entrics will bo made prior to pro- 
cocding with the instructions in Scction IV heroin, 
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When all the data for appeals have been transferred from the 


a veel listing sheets to the "Regular" or "New" wheat farm listing 
sheets, the "Appeal" listing sheets wili be filed in the statistical 
unit of the State office, 


SECTION II. 
Checking Procedure for "Regular" Wheat Farms Listing Sheets.. 


Checis the township and county totals of columrs (5), (6), and (8). 
Encircled entries in column (8) should be included in the total 
of such column, 


Check the township totals of columns (9) and (10) by comparing 

the respective township totals of these columns, including en- 

circled entries in each case, with the total history shown for 

the years 1937 and 1938 on the 1939 listing sheets. If the re- 
spective ‘totals are the samc, columns (9) and ( (10) need not be 

readded. 


Check the township factors in the box at the head of column (11) 
as follows: 


Divide the average of the townshio 
totals of columns (8), (9), and (10), including 
the encircled entries, by the township total of 
the cropland acreages, column (5), 


Spot check the individual ontries in column (12) by applying 
the procedure for the determination of such cntries outlined 
in NCR-410W, 


Check the township and county totals of column (12), 


Check the page totals of column (13) by multiplying the page 
totals “of Poa (12) by three, If the results so obtained 
are equal to the respective page totals of column (13), 

check of individual computations in column (13) need be made, 


Check the factor in tho box at the head of column (14) as 
followss 


(2) In counties in which a county factor was used, divide 
the 1939 county wheat ACT ORO allotment by the county 
totol of column (6). 
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(b) In counties in which the use of township area factors 
was approved by the State committee; 


(1) Obtain a factor by dividing the average of the 
township total of columns (8)00(9), and, (20) 
by the average of the corresponding totals for 
the county. 


(2) lultiply the 1939 county wheat acreage allotment 
by the factor obtained in the preceding step. 


(3) Divide the result obtained in (2) above by the 
respective township total of column (6). 


Check the county total of column C14) «uate thee total does not 
differ from the 1939 county wheat acreage allotment by more 
than an amount which might be ascribed to rounding, no check 
need be made of the individual computations in column (14). 


Spot check the entries in column (15) by applying the procedure 
for the detcrmination of such entrics outlined in NCR-410W. 


Check the factor in the box at the head of column (16), as 
follows: 


Divide the 1940 county wheat acreage allotment 
for "Rogular'" wheat farms by the total of 
column (15). 


Chock tho county total of column (16), If this total docs not 
differ from the 1940 county wheat acreage allotment for "Rogular" 
wheat farms by more than an mount which might be ascribed to 
rounding, no check nocd be modo of tho individual computations 
in column (16). 


Obtain the State committec approved 1940 wheat acreage allotments 
in column (17), as follows: 


(a) If tho total of the county committce!s finally re- 
comnonded whoet acreage allotmont as entered in 
column (16) docs not differ from the county wheat 
acreage allotment by on amount which the State com- 
mittee dotormines should be corrected, the State 
conmittec approved column may be complcoted by onter- 
sng "Sono as column (16)" followed by the initials 
of the clerk making such cntry. 
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(b). If the total of column (16). differs from the county 
wheat acreage allotment by an ‘amount which the State 
committee determines should be Gorrected, the entries 
in column (17) will be derived as follows: 


(1) Divide the 1940 county wheat acreage allotment 
for "Regular" wheat farms by the county total 
of column (16) and enter the factor so obtained 
in the box at the head of column Cle. 


(2) iiultiply each entry in column (16) by the factor 
in the box at the head of column (17), and enter 


the result in column (17). 


(3) Obtain the total of column (17). 


SECTION III 
Checking Procedure for "New" Wheat Farms Listing Sheets. 
Chee: the township factor in the box at the head of column CET) % 


This factor must be the same factor entered in the box at the 
head of column (11) of the "Regular" wheat farms listing sheets 


for the respective township, 


Check the individual entries in column (11) by applying the factor 
in the box at the head of column (11) to the entries in column (5). 


Check the factor in the box at the head of column (14). This 

factor must be the same factor entered in the box at the head of 

column (14) of the "Rogular" wheat farms listing shects for the 
rospective townshi pe 


Chock the individual ontrics in column (14) by apolying the 
factor in the box at the head of column (14) to the cntries in 
column (6). 


Check csp Wenge idual cntrics in column (15) by comparing such 
ontrics with the respective ontries in colutn (11). The entry 
in column (15) must not excced the entry in column (11). 
Check the township and county totals of column Che) x 
Chock the factor in the box at the head of column (16) as follows; 
Divide the 1940 county wheat acreage allotment 
for "New'! wheat farms by the county total of column 


(15). This factor shall not exceed 1.0000. 


Chock the individual ontrics in column (16) by apdlying tho factor 
am tho box at the head of column (16) to the entrics in column (15), 
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9, Inmediately after the first check of performance for wheat for 
1940 the county committee shall forward their State committee 
aooroved copy of the "Now" wheat farms listing sheets to the 
State committee. Check tho final approved wheat acreage allot- 
ment for each farm by determining that such final allotment is 
the smallor of the recommended wheat acreage allotment in column 
(16) or (17), or the planted acreage, After such check has boon 
made, tho 1940: planted wheat acreage and the 1940 final wheat 
acreage allotment for cach "New" wheat farm will be transferred 
to available columns of the State office copics of NOR-4009T, 
"Now" wheat farms listing shoot. The county office copics of 
tho "Now" wheat farm listing sheets will then be returned to the 
county. 


SECTION IV. 


Checking Procedure for "Regular" and "New Wheat 
Farm County Summarics. 
After the listing sheots for "Regular" and "Now!" wheat farms have 
beon approved, a check should be made of the county "Summary" sheets for 
"Ropular" and "Now! wheat farms to determine that tho township totals 
appoaring on tho "Summary" sheets are in agroement with tho township 
totals shown on tho “Rogular" and "Now" wheat farm listing sheots. If 
such ontrics are not in agroomont, prober corrections should be made. 


Vorify the column totals of the county "summary" shects for 
"Regular" and "New wheat farms. 


SECTION V 


Choeking Proccdure for “Combined Farms" and "Split Farms" 
Listing Shects. 


Supplenental listing shoots for "Combined" Farms and "Split" Parns 
will bo oxemined upon thoir arrival at the State office to determine that 
the vrocedure outlined in NCR-410W7 has been followed, Each computation 
will be checked by applying the procedure outlined in NOR-410W for the 
execution of such sheets, 
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